
Incident Scripts – After School Events 
*PA System Notes: Access Code, Wait for the Beep, Etc.  
 
*All announcements should be repeated at least two times, to ensure all staff hear the message 
in its entirety. 

 
Drills/Exercises: 

1) Attention students, staff, and visitors.  This is ________NAME__________.   
2) We will be conducting a ______TYPE______ drill.   
3) Please respond according to our practiced protocol.     
4) Updates will be shared via the PA system throughout the length of the 

drill.     
5) I repeat, this is ________NAME_______ and we are going to be conducting a 

______TYPE______ drill.   
6) REPEAT AT LEAST TWO TIMES.   

 
 
Generic Script Template: 

1) Get their attention and tell them who you are.   
2) Tell them the situation.   
3) Tell them what you want them to do.     
4) Tell them what you’re doing right now, and when you’ll update them.   
5) REPEAT AT LEAST TWO TIMES.   

 
 
Inclement Weather: Outside Event  

1) Attention fans.  This is ________NAME__________.   
2) There have been confirmed reports of inclement weather type in our area.   
3) At this time, please vacate the field/track/court using any marked exit.   
4) If you are not able to make it home based on the current and projected 

weather conditions, please line up at Door __; a staff member will get you 
to a shelter location inside.   

5) I repeat, this is ________NAME_______ and we would like you to please 
vacate the field/track/court using any marked exit.   

6) REPEAT AT LEAST TWO TIMES.   
 
 
 
 



Active Threat: Outside Event  
1) Attention fans.  This is ________NAME__________.   
2) At this time, please vacate the field/track/court using any marked exit.   
7) If you are not able to make it to your car, please line up at Door __; a staff 

member will get you to a safe location inside.   
3) We will make another announcement once the threat has been handled.   
4) I repeat, this is ________NAME_______ and we would like you to please 

vacate the field/track/court using any marked exit.     
5) REPEAT AT LEAST TWO TIMES.   

 
 
Hazardous Materials: Outside Event  

1) Attention fans.  This is ________NAME__________.   
2) There is a hazardous materials release in the area.   
3) At this time, please vacate the field/track/court using any marked exit.   
4) Please line up at Door __; a staff member will get you to a safe location 

inside.   
5) We will make another announcement once it has been determined to be 

safe.   
6) I repeat, this is ________NAME_______ and we would like you to please 

vacate the field/track/court using any marked exit.     
7) REPEAT AT LEAST TWO TIMES.   

 
 
Inclement Weather: Inside Event  

1) Attention fans.  This is ________NAME__________.   
2) There have been confirmed reports of inclement weather type in our area.   
3) At this time, we ask that everyone remain indoors until the inclement 

weather passes. 
4) If tornado: Please follow staff members to designated shelter locations, 

where you will be able to wait out the storm.         
5) I repeat, this is ________NAME_______ and we would like you to please 

remain indoors until the inclement weather passes.    
6) REPEAT AT LEAST TWO TIMES.   

 
 
 
 
 



Active Threat: Inside Event  
1) Attention fans.  This is ________NAME__________.   
2) At this time, please vacate the gymnasium/theatre using any marked 

exit. 
3) If you are not able to make it to your car, staff members will direct you 

to designated shelter locations, where you will be able to wait for the 
threat to be neutralized.    

4) I repeat, this is ________NAME_______ and we would like you to please 
vacate the gymnasium/theatre using any marked exit.     

5) REPEAT AT LEAST TWO TIMES.   
 
 
Hazardous Materials: Inside Event  

1) Attention fans.  This is ________NAME__________.   
2) There has been a hazardous materials release in the area.   
3) Staff members will direct you to designated shelter locations, where you 

will be able to wait until it has been determined to be safe. 
4) We ask you to please not open any doors or windows.      
5) I repeat, this is ________NAME_______ and we would like you to please 

vacate the gymnasium/theatre using any marked exit.     
6) REPEAT AT LEAST TWO TIMES.   

 
 
 
 
 
 
 
 
 


